DEPARTMENT OF GENERAL SERVICES Schedule No. /1/ .7 ,2
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 4
Agency Division/Unit
Hagerstown Administration/City Clerk
Item No Description Retention
1 General files Screen annually. Destroy
-contains but not limited to: sewer easements, permits, material having no further

property acquisition, budget, cable documents, charter/home administrative, fiscal, legal or
rule, surveys, lease, downtown marketing plan, FOIA requests, | operational value. Retain
downtown parking, retirement/pension, minutes, policies permanently any material that
' serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland

State Archives.
2 Budgets - year end: fiscal year budget books, general fund, Destroy material having no
capital improvement, community development, enterprise further Legal, Fiscal,
fund, supplements Administrative or Operational
value.
3 Mayor and council agendas for meetings Permanent. Transfer
periodically to the Maryland
State Archives
4 Bonds Retain for life of bond, plus five

-contains but not limited to: public improvement bonds, water | (5) years, then destroy
quality, economic development, partnership with other groups,
industrial development

5 Ordinances: public hearing notices, correspondence site plan, | Permanent. Transfer
recital, contracts of sale, Addendums, coples of ordinances, periodically to the Maryland
lease agreements : State Archives

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist
Date IR -7 Date DEC 3 1999

Signature f’ e % %%W Signature £ é @4 é;a‘%m‘
Type Nime GeorgiAnn N. Breichner ' ’ ‘
Title City Clerk




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M- 7‘%

(CONTINUATION SHEET) Page 2 of 4
Item No Description Retention
6 Contracts/agreements for the sale and purchase of land Screen annually. Destroy
-contains but not limited to: deeds, chandler foreclosure, material having no further
notice of dismissal, mortgage documents, lease agreements, administrative, fiscal, legal or
easement deeds, settlement papers operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.
7 Minutes of the mayor and city council: planning commission, | Permanent. Transfer
board of parks, economic development commission, planning | periodically to the Maryland
commission, mayor and city council State Archives
8 Resolutions by the mayor and city council Permanent. Transfer
' periodically to the Maryland
State Archives
9 Amendments to the city charter Permanent. Transfer
periodically to the Maryland
State Archives
10 Melp agreements: easement/right of way agreements Permanent. Transfer
periodically to the Maryland
State Archives
11 Deeds and agreements for the sale.of property to local Destroy material having no
businesses : further Legal, Fiscal,
Administrative or operational
value.
12 Community development mortgages and deeds to convey See Item 11 above
property to Hagerstown, mortgages/modified loan
agreements, second mortgage
13 Annexations/enlargement of corp. boundaries, resolutions, Permanent. Transfer

site drawings

periodically to the Maryland
State Archives




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.  AfL 772

(CONTINUATION SHEET) Page 3  of 4
Item No Description Retention

14 Comprehensive development plans: planning commission Permanent. Transfer

public hearings, minutes periodically to the Maryland
State Archives

15 Newspaper articles from various papers re: golf course, Destroy material having no

elections, city held festivals, baseball team further Legal, Fiscal
Administrative or Operational
value. '

16 Cassette tapes of meetings of the city council

Retain for eight (8) years, then
reuse.

17 Council members work session Files (copies) Retain until no longer required,

then destroy.

18 General files Screen annually. Destroy
-contains but not limited to: abandoned motor vehicles, material having no further
correspondence, alcohol and drug policy/programs, minutes of | administrative, fiscal, legal or
business climate commission, policies, landfill use fees, light operational value. Retain
rate studies permanently any material that

serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

19 Contracts - construction Retain for life of contract, plus
- contains but not limited to: specifications, agreements, three (3) years, then destroy
certificate of insurance, rules and regulations, handwritten
notes, correspondence, proposals, specifications estimates,

P.O.
20 Zoning files Screen annually. Destroy

-contains but not limited to: public hearings, correspondence,
drawings, traffic analysis, sign up sheets for public hearings,
petitions, notice of cancellation of public hearings, resolutions

material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. A/~ e 2

Page 4 of 4

Item No Description Retention
21 Mayor and council meetings: weekly open sessions, work Permanent. Transfer
sessions periodically to the Maryland

-contains but not limited to: handwritten notes,
correspondence, business plans, agenda, agreements, program
descriptions, brochures, drawings, site plans, annual financial
reports

22 Boards and commissions

-contains but not limited to: correspondence,
membership/resumes, newspaper articles, board member
manual, progress reports, annual reports

23 Engineering drawings presented at counc11 meetings for
proposed projects L

24 City Charter, Code BOCA Codes — Plumbing, Electrical, Fire,

Building, Property Maintenance, etc.

State Archives

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Destroy material having no
further Legal, Fiscal,
Administrative or Operational
value.

Permanent, transfer periodically
to the Maryland State Archives.




INSTRUGIIONS — TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH' RECOROS RETENTION
SCHEDULE (OGS 550-1) .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20734

AGENCY RECORDS INVENJORY

"Page (o]}

1. DEPARTMENTIAGENCY

Ager=751o0

2. DIVISION

Yo,

3. UNIT

C/ «/C/e/K

DEFINITION - Records Series - A group of related records normally filed and used as a unit for referenca as

wall as retentjon and disposition purposes. [

4. RECORD SERIES TITLEL;‘eMZ/,.jL ﬁ;éé

P Y

L

S. EARLIEST YEAR / LATETEST YEAR '

_QZD’/

/W

6. RECORD SERIES DESCRIPTION { Brefly gescnte the lypes of informal'ion/documen(sl{orms found In the Seres
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Include ihe pu.pose or functicn of the Senes;}
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7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
R File Dtawe'(s)
e’@e a Micrefilm W O Microfilm Rest (s)
O Computer Tace st
O Legal Size a Cempuler Tzce G Numertcal a Cther (Specily}
0 Beund Book O Floppy Disk O Chronofeg:cat Number &M, F=—/:—
O Awdo Tape O Video Tace O Geographical 10. ANNUAL ACCUMULATION
Q File Orawer (<)
O Otrer (Specify) a Clher (Spectiv) O Microfilm Ree! (s
O Comcuter Tape(s)
a Other (Specily)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daily ‘0 Wesekly 3 Monthly s} Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Ficor, Room)

CrTy At/ Zmed F o

-

4. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes S No o None a Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? lf yes, axciain unnr!v and

-0e any harawarelsonware)

‘28

0
&

18. RECOMMENDED RETENTION

|52 @/efg& F76
Redee e

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

€38 2504 Teaseq 1/93)




Nwzs f=r72r— - 7”9//%7%49 %%gw/dﬁé@/—éaes
C?‘D/ﬁ//hﬂé/bfj/, Corves pp,;&/e e,

=7 7%/0@&&7%%/2;72%@/@,&75;
5//?25/«7//%7‘4&6#463—/;7% -
Clrésv-s; W&Z/K AE o= s - 4




INSTRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOWLE {0GS 550-1) 7275 WATERLOO ROAD ) :
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

AGENCY RECORDS INVENJCRY

1. DEPARTMENTIAGENCY 2, DIVISiON 3. UNIT

0 <JPLon Y 2, ot ol

CEFINITION - Records Series - A group of related records normaily filed and used as a unit for reference as well as éondon and disposiion purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

1/// — / ﬂf—zé;fz .

6. RECORD SERIES DESCRIPTION ( Briefly descrte the lyges of information/documents/forms found in the Sernes  Include ihe ou.p/ose or funchien of the ..:nea.
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7. RECORD SERIES FORMAT(S) 8. RECORD SER!IES SEQUENCE 9. VOLUM_E
" O Fie Drawer(s)
w~ier Size G Miceiim Q Alpnatetical a Microfilm Rest (s)
M/ a Computer Tace is:
QO Legal Size a Ccmputer Tzce metical O Cther {Specily)
Q Bound Book O Floppy Disk a Chronolog:cal Number
a Audo Tape Q Video Tage T Geograohical 10. ANNUAL ACCUMULATION

. . O File Drawer ()
B{{(s;m ﬂzgg Mp G Clher (Speciv) Microfilm Ree! (s}

a
O Computer Tapels)
a

g/ig& /, \_5 : Z W . Other (Specify)

Number
5 r &
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Cc Daiy O Weekiy a  Monthly i a  Month(s) a  Year(s)
Number ’
13. C'JRPENT LOCATION(S) (Bldg.. Floor, Ropm) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office}

C/ / '?/*; g Yes g No

-
o

. ACCF:SS RESTRICTIONS (if yes. cite law(s) & reguiation{s) 16. AUDIT REQUIREMENTS

o Yes 3 No a None a Slate O Fegeral O Independent

7. IS AN INDEX SYSTEM USED? (I yes. excian cnefly ang | 18. RECOMMENDED RETENTION
umnnpe any hargware/software) '

-

e

—

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.
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9. NANE AND TITLE OF PREPARER 2A
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INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS HNVENTORY
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEOULE (0GS 550-1) 7275 WATERLOO ROAD ] )
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of
1. OEPARTMENT/IAGENCY 2. DIVISION 3. UNIT

OEFINITION . Records Serles - A group of ratated records normaily filed and used as a2 unit for reference as wall as Anﬂon and dispositton purposes.

4. RECORD SERIES TITLE MW?/A"H-—— : : w4 S. EARLlEST.YEAFEZ;f;Ei;;Aﬁ
10 &
Ao 4.7 =

6. RECORD SERIES DESCRUIION ( Buelly descrte the types of infarmationvdocumentstiorms found i the Senes  Include ihe gu:p/ose or lunclien of the Senes)
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7. RECORD SERIES FORMATI(S) 8. RECORD SERIES SECUENCE ) 9. VOLUME
" O Fie Drawer(s)
O L~ter Size a Micreiilm Q Alpnatelical O Microfilm Reel (s)
a Computer Tace js:
0 233l Size o Cempuler Tzce @ Numencal / a Cther (Specily)
Q B<und Book O Floppy Disk 0 Chronological Number A[/r / ; o
QO Audo Tape O Video Tace 3 Geographical 10. ANNUAL ACCUMULATION

. - O File Orawer (5}
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Other {Specify)

Numtber

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

O Daily O Weskly 3 Monthly i a  Monthis) o Year(s)

Number )
13. CURRENT LGCATION(S} (Bidg,. Floar, Foom) : 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
LAy KRl —add fooer—
o Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s} & reguation(s} 16. AUDIT REQUIREMENTS

U Yes g No a None a Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (Il yes, exciain crieily and 18. RECOMMENDED RETENTION Pgr’Mgﬂ/éﬂfmgr‘
aeente any hargaarelsollware ' . j
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCMEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO 80X 275 - JE3SUP. MARYLANOD 20794

AGENCY RECORDS INVENTCORY

‘Page of

1. DEPARTMENTIAGENCY

Hbger STz e

2. DIVISION

K,

3. UNIT

DEFINITION . Records Series - A group of related records normally filed and used as 1 unit for referenca as well as retention and disposidon purposes.

c{;z/gf;g

4. RECORD SERIES TITLE J
Bowd S

§. EARLIEST YEAR / LATETEST YEAR i
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6. RECORD SERIES DESCRIPTION { Bnefly descrte the types of information/documentssforms found in the Setnies

4
include ihe puipose of funclich of the Senes)
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME M/
g . e Drawer(s)
Tter Size a Micreiim D’mpTac—e—lllc’al‘/ O Mwcrofim Resl (s}
a Computer Tace is:
O Legal Size o Computer Tzce S Numencal .Z- a Cther (Specify)
QO Beund Book G Fioppy Disk o Chronolog:cal Number (¢ ,ﬁ(;, F/‘_
G Awdo Tape O Video Tace O Geograghical 10. ANNUAL ACCUMULATION
. O File Orawer (s)
o Ctrer (Specify) O Cther {Speciv) O Microfilm Ree! (s
© Comguter Tacels)
O Other (Spec:fy)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Qo Daily O Weekly a  Monthly o Month(s) a  Years)

Number

13. CURRENT LOLATION(S) (Bidg., Floor,

CATF if 172 = e

FHer

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or olfice)

. g Yes a No
~FI4FE
15. ACCESS RESTRICTIONS (If yes. cile faw(s) & requiation(s) 16. AUDIT REQUIREMENTS
v Yes 3 WNe O None a Slate 0 Fegeral O Independent

17. IS AN INDEX SYSTEM USED? Il yes. exciain cneily and

wmenpe any hargware/soitware)
o ‘ag
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18. RECOMMENDED RETENTION /7)&%2/,(9 fpf‘A/
;BﬁﬂJ )Q/Ké'
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19. NAME AND TITLE OF PREPARER
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ISSIBUCIIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page of

1. DEPARTMENT/AGENCY

Jrer=J o1

2

2. DIVISIQN

3. UNIT

O 7o s I,

AEFINITION - Rocords Series - A group of related records normally filed and used as 2 unit for refarence as

wall as retention and dlsposiion purposes.

4. RECORD SERIES TITLE g
| ﬂ,d/z)/%o@sgs

S. EARLIEST YEAR / LATETEST YEAR
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6. RECORD SERIES DESCRIPTION { Brefly descnte the lypes of xnlormal|on/documenlsnorms found in the Senes
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Include ihe pu.pose or functicn of the Senes}
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7. RECORD SERI MAT(S)
~lee Size a

M@ca‘/

8. RECORD SERIES SEQUENCE

9. VOLUME

Vﬁ\e/otawer(s)

Number

Mictailm a Microlilm Reel (si
o Compuler Tace st

C Legal Size Q Ccmputer Tzce S Numerical ?‘ O Cther (Specily}
O Bzund Book Q Floppy Disk a Chronolog:cal Number d” / =:7

a Auo Tape Q Video Tace O Geograohical 10. ANNUAL ACCUMULATION

0 File Orawer (<)
O Ctter {Specify} a Clher (Spectiv O Microfilm Ree! (s}
O Comcuter Tape!s)

Q Other {Speciy)

e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daily O Weekly 3 Monthly c  Month(s) o  Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Roam) 14,

IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specify agency or office)

Ty 457

a  Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s} 16. AUDIT REQUIREMENTS
U Yes 3 No O None a Slate O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (I yes. exciain cnefly ang

wmente any hargware/software)

o fas

0

18. RECOMMENDED RETENTION
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13. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

21. DATE
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INSIRUGTIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION ’

SCHEOULE (oGS 330-1 7275 WATERLOO ROAD -
PO BOX 275 - JESSUP. MARYLAND 20794 Page - o

1. DEPARTMENTIAGENCY 2. DIVJSION 3. UNIT

Hpger S Toroe e, ol clerx,

DEFINITION - Records Saries - A graoup of related records normally filed and used as a unit for reference as well as retention and disposiion purposes.

4. RECORD SERIES TITLE c

D i §. EARLIEST YEAR / LATETEST YEAR

For e sple z . =

6. RECORD SERIES DESCRIPTION ( Brefly desfnbe the lypes of information/documentsiforms found in the Series  Incluge the ou:p'ése or functicn of the Sénes;

CFLprntl —— Condsis) = S5 LyoT AbrZoki Iz
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7. RECORD SERIES EQORMAT(S) 8. RECORD SERIES SEQUENCE. 9. VOLUME
p / a File Drawe(s)
~lar Size Q Micreftim iphatetical . a Microfim Real (s)
O Computer Tace {s!
Q Legal Size a Computer Tzce S Numencal 0O Cther (Specily)
G Beund Book G Floppy Cisk G Chionologicat Numbet
a Aucdo Tape G Video Tace O Geograchicay 10. ANNUAL ACCUMULATION
: - Q File Orawer (<)
O Otrer (Specify) a Cther (Spectiv) O Microfilm Res! (s}
. O Comcuter Tacels)
O Other (Speciy)
e Number
11, FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
a Daly o Weekly 3 Monthly _ o Month{s) o Year(s)
Number ’
13. CURRENT LOCATION(S) (Bidg., Floor, Roam - 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
Ch /71@’7/ e X@Z —JcerT |
] a  Yes . O No

15. ACCZSS RESTRICTIONS (If yes. cite law(s) & reguiation(s} 16. AUDIT REQUIREMENTS

U Yes 3 No G  None a  State o Fegeral G independent

17. 1S AH INDEX SYSTEM USED? (Il yes. excian cnefly ang 18. RECOMMENDED RETENTION

*::: any harawarelsoftware) . LL{Z g @/]/f - ZL 676 ' //éﬁ

b1

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Ci3S 8504 Impsed 1/93)




INSTRUGTIONS ~ T'YPE OR PRINT A SEPARATE FORM FOR EACH NEW 1
REVISEQ RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1) ’

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD g

PO BOX 275 - JESSUP. MARYLAND 20794 Page . or

1. OEPARTMENTI/AGENCY 2. DIVISIgQN 3. UNIT

frer Sipaon 22770 g i

/ DEFINITION - Records Series - A graup of related records norma

lly filed and used as 2 unit for reference as wall as?retention and disposiion purposes.

4. RECORD SERIES TlTLEM/M%/-Zj %7—5 % /_ | S. ;RLlEST YEAZ;};}EAR/
ol T Lo, | /100 ST e

6. RECORD SERIES DESCRIPTION] Brely descrie th iypes of ormalon/documentaorms found m he Seres Inclde fhe purdse at fancien of the Sanes
Py, Lo e ; sy 2 SRS -
ELonzats) o d?el/g/gﬂ//%ew"—/p%ﬁ//%/b/o -
/V//%W////é’p/ﬂmégzwf V2o # LT
Coun ) /

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SECUENCE 9. VOLUME

QO File Drawer(s)
O leter Size a Micrchim

O Alpnateticai O Microfilm Reel (51 ’
/ 0 Comgputer Tace s
o tezal Size o Ccmputer Tzre S~tfumencal %ﬁ LSOtrer-tSoerty]
O B-und Bock O Floppy Qisk G Chronoleg:cal Number &//, ,57:'—

a Auco Tape O Video Tape T Geograghica) 10. ANNUAL ACCUMULATION

- . . o File Orawer (<)
e (Specx!y),!W’ a Clher (Spectiv) G Microfilm Reet (s}
: o Comcuter Tapels)
B . @/7 —% O Other (Specify)

Number

11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER

C Daiy o Weskly 3 Monthly _ c  Manth(s) o Year(s)

. Number '
13. € ‘ENT'LOC_ATION(S) (8ldg., Hloor m) . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speciy agency or office)
I B~ A8 FF22r
) g Yes . c No

15. ACCESS RESTRICTIONS (if yes. cite law(s) % reguiation(s) 16. AUDIT REQUIREMENTS

C Yes 3 No o  None a Slate O Fegeral O Independent

17, 1S &1 INDEX iYSTEM usfam I yes. excian creily ana | 18, RECOMMENDED RETENTION iper‘ INIPRIENT/ . W <4
wmsrte any hargware/software) ‘Peﬁ‘pd/&g//7 / fod '_7—};?—_’@ %[l 67%

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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WSIRUCIIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY

HreerSTzo>

2. DIVISION

/2 -

3. UNIT

é/zfr*/<

/EFINIT!ON Records Series - A group of related records normally filed and used 23 a unit for reference as wall as retén

ton and disposifon purposes.

W Kes a7 oa0s

5. EARLIEST YEAR / LATETEST YEAR

/I o LT e~

6. RECORD SERIES DESCRIPTION ( Brefly descrice the lypes of

Conrtrpinis, bue7 227 ZptjTed
THe _M#/yr“oﬂ/d;‘fy_ Loveoa, l,

7
Include ihe puipose or funchicn of the Series)

T5 7 Resdilroes é/

informalion/documents/forms found in the Sertes

Acreiim

0 legal Size - @ Computer “zre
0O Bound Book s F!o;:by Cisk
a Aucio Tape Q0 Video Tace

O Ctrer (Specifyy __

8. RECORD SERIES SEQUENCE 9. YOLUME /
. de Orawer(s)

O Alphateticat O Microfiim Resl (5)

...)om/ ' O Computer Tace s
= erical Z a Ciner {Specily)
G Chronological Number &L( e /I~ -/—a.

10. ANNUAL ACCUMULATION
O File Orawer (5)
a Microlilm Reet (st
a Comcuter Taoe!s)
O Other (Speciy)

O Geogqrashicat

a Ciher (Speciiv)

D Je

Number

=y z/xa Zeﬁé«’zﬂ%

11, FILE IS USED

a Daily a  Weekly

12. FILE BECOMES INACTIVE AFTER

g Month(s) o Year(s)

Number

3 Monthly
13. CURRENT LOCATION(S) (Bldg.. Floor,

CiTy M)~ f

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or olfice)

g Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law{s) & requiation(s)

U Yes : 3 No

16. AUDIT REQUIREMENTS

a None a  Slate O Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (I yes. exciain criefly ana
a=sipe any haraware/software) '

‘a8 Hlo

0

18. RECOMMENDED RETENTION emﬁﬂew”’/WF
~P@r"zx[/afa/>;' To e 2.
BACA es, :

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

C3S 504 Pensed 193)




| INSIBUGIIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS IMVENJCORY

‘Page of

1. DEPARTMENTIAGENCY

g er=sTpion

2. DIVISION

%ZM«)

3. UNIT

4/774/6/}Q

/DEFIN!TION Records Seties - A group of related records normally filed and used as a unit for referenca as

/7
wall as retention and disposion purposes.

4. RECORD SERIES TITLE

CHwier %J/%f/ob//ww/é

S. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Briefly descrnte the lypes o

//J/M W//%«z/ﬂ/j 7o A 57

[ information/documents/forms found i the Serfies

Include ihe pu.pose or functicn of the -511231—9 -

7 Chpier—

S e

7. RECORD SERIES MAT(S)
~lar Size a

Micreiilm

Q Lezal Size o Cemputer Tace
O Bzund Book QO Flogpy Disk
Q Aucio Tape O Video Tace

8. RECORD SERIES SEQUENCE
Q Alphatetlical
M
O Chronolog:cal

O Geograohical

9. VOLUME
O File Drawer(s)
O Microfim Reel (s}
O Compuler Tace {s! g
e-CTRer (Spec /kfﬁg;
Number

10. ANNUAL ACCUMULATION

O File Orawer (s)
a Ctrer (Specify) o Cther (Speciiv) G Microfilm Reel (s}
O Comcuter Tape!s)
<D ﬁ—é— O Other (Specify)
tect Nurmber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daly O Wesekly 3 Monthly g  Month(s) O Year(s}
Number
13 C‘JRPENT LOCATION(S) (Bldw 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
/ &y o Yes a No
15. ACCESS RESTRICTIONS (if yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMENTS
U Yes a No o None 0 State a Fegeral © Independent

17. 1S AN INDEX SYSTEM USED? (il yes. axcian cneily ang

wi=enee any hargware/software)

P-4 o

0

RECOMMENDED RETENTIO

Pef‘

e/'MW/W s e~
Jo JiAe .

/
%u/e_g,

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C6S S804 Tepsed 1/93)




IHSIRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWLE (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 279 - JESSUP. MARYLAND 20724

AGENCY RECORDS INVENIORY

‘Page ot

1. DEPARTMENT/AGENCY

ey ST PO

2. DIVISION

e

)

3. UNIT

Oy Efer=

/OEFlNlTlON Records Sarles - A graup of related records normally filed and used as 3 unit for reference as

wall as ré\don and disposition purposes.

4. RECORD SERIES TITLE

/’7549 %7/2&/%2//:;

5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/dacumentsiforms found in the Series

Include

ine ou.pose or funclicn of the Senes;

f/%if/f%f/{ﬁ'///éf ,CW7 /"e/maf

7. RECORD SERIES FORMAT(S)
wier Size a Micreilm
O tegal Size o Ccmputer Tzce

Q B-und Book T Fioppy Disk

a Auzo Tape O Video Tace

a Ctrer (Specify)

8. RECORD SERIES SEQUENCE

a Alpnatencat
: G’W

C© Chronoleg:cal

9. VOLUME
O File Drawe!(s)
O Microfilm Reel (s)
a Cam r Tace is
Thet Fpe:.‘ )\ﬁ_
Number

O Ceograohical

a Cther (Speciiv)

Dvie

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Reet (s}
O Comcuter Tapels)
a Other (Specily)

—— e

el Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

C Daiy O Weekly 3 Monthly ‘o Month(s) o Year(s)

Number
13 CURPENT ;OCAy)N(S) (Bldg., Fl?or Rog_m) /\ 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
o Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 requiation(s) 16. AUDIT REQUIREMENTS

U Yes 3 Neo O None a Slate O Fegeral O  Independent
17. 1S AN INDEX SYSTEM USED? Il yes, exciain onefly ang 18. RECOMMENDED RE:ENTION%"WWW%/Q/\

wesnee 3ny hargaare/sofiware) ’ F / 7%

&r) 9«’*’/&’9 Wy Jo Jite fHE .S
D ‘es T Mo ﬁ % ‘
J 77y EZs,

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE

0038 $80.4 Tepsed 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEQOWLE (OGS 550-1

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENJCORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page of

1. DEPARTMENTIAGENCY

Mégj‘éﬁ/szﬁ/z)

2. DIVISION

3. UNIT

Yopie> Sy e <

/EFINITION Records Serles - A group of relsted records normally filed and used a3 a unit for reference as

wall as Tetention and disposition purposes,

4. RECORD SERIES TlTLEDe : ; q/%f@%g”g

S. EARLIEST YEAR / LATETEST YEAR

Ded

6. RECORD SERIES DESCRIPTION { Briefly descnite the lypes of information/documents/forms found m» the Seres
S ¢ #//2&/7264773 6;
Flopersy Jo Luwl Blaswas<s

Senies;

7%& é/%/ff =f—

-
Include ihe puipose or functicn of the

a=sre any haragware/software}

ras Mo

7. RECORD SERIES_FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. QO File Drawer(s)
eter Size a Micrchilm Qa Alpnateticar Microfilm Reel (s}
Q Legal Size 0 Ccmputer Tzce W ﬁ er (Spec .,)ﬁ
0O Bound Book O Floppy Disk o Chionologicat Number é[( L H:._-
Q Ausio Tape O Video Tace 3 Geograchical 10. ANNUAL ACCUMULATION
a File Drawer (s)
o Ctrer (Specily) a Cther (Spectiv) o Microfilm Reet (s}
Q Computer Tape!ls)
O Other (Specidy)
L Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily 0O Weskly 3  Monthly s] Month(s) [s] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room} . 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or olfice)
City /) =~ Qur oo |
} // a Yes a Neo
15. ACCEzSS RESTRICTIONS (If yes. cite law{s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes o No O None o Slate O Fegeral O Independent
A
17. IS AN INDEX SYSTEM USED? (il yes, exciain cneily and 18.

RECOMMENDED RETENTIO JM%/Mr

féf_. DJ/Cﬂ//y = ’/‘7‘7& /47//

LPIES.

19. NAME AND TITLE OF PREPARER

20.

TELEPHONE NUMBER 21. DATE

C63S $30:4 Tmpseq 11931




(NSTRUGCTIONS .- TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORQS RETENTION
SCHEOWLE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARY(AND 20794

AGENCY RECORDS INVENJORY

Page of

1. DEPARTMENTIAGENCY

W/M/z/

2. DIVIS|ON

%

3. UNIT

7% &A/;Z_;

DEFINITION . Records Serles - A group of related racords normally filed and used as a unit for referenca as

wall as retention and dls;;ouitlon purposes.

4. RECORD SERIES TITLE

MerTa,

jﬁb‘—)

C P1/21722 .

== <

ez

S. EARLIEST YEAR / LATETEST YEAR

/22 Ll 7erST

Mor, 77%&

Bev b DF‘T/T

§. RECORD SERIES DE&‘UP}R(( Bnefly descnte the types of information/documentsiforms found in the Series  Include the pu.pose or functien of the Senes)

Deeds Jo Covve A oper7s
/%ﬂ/ / @// a

o -
/

=

/ @WZJ/J ~

Qs/z%a/o;

S

7. RECORD

ES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Drawer(s)
Laster Size a Micreiilm O Alpnateticat Q Microfilm Rest (s}
. W is
a Legal Size a Zcomputer Tzce mencal ef (Speci! /) _@
G 82und Book O Floppy Disk Qa Chronolog:cal Number
O Aucio Tape g Video Tace O Geograghical 10. ANNUAL ACCUMULATION
QO File Orawer (s}
a Cirer {Specify) a Cther {Speciv) Q Microfilm Ree! (s
o Comguter Tape!s)
a Other (Speciy)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily o Weskiy 3 Monthly O Month({s) o Yezr{s)
Number
13. CURPENT LOCATION(S) (Bldg., Flwﬁsz)_ | 14. 1S RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specify agency o olfice}
y //_' XJ; d éﬁ ’ a Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law{s} % requiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 Wo O None g Slate 0 Fegeral O Indspendent

7. IS AN INDEX SYSTEM USED? (i yes. exciain cneily and
aenpe any hargware/soitware) )

-

‘35

8]

19. NAWE AND TITLE OF PREPARER

L ' W

18. RECOMMENDED RETENTION

f2r7. pl/ca??#” B Fhe J7.
LIV ES,

l

éﬁﬁ%

20. TELEPHONE NUMEER

21. DATE

C63§ 3504 Zepsed 1/93)




INSTRUGCTKONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENIGRY
REVISED RECORD SERIES FORWARQD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEOWLE (OGS 550-1) 7275 WATERLOO ROAD ’
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

OEFINITION - Records Series - A group of reiated records normally filed and used 33 2 unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

/%//me/gm//@éé < Lu7Ee]

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documentsiorms found in the Sefies  Include the pu.'pf)se or luncticn -of the Senes)

| 4&#&%&4)%?&%5//%78%75/7}% cor)s

~—

Btrr22d ) 25— fos pf 17770025 ~siTE-PIAcnze

7. RECORO SER ORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. File Drawer(s)
Leter Size a Micrcilm ’

o
Qa Alpnatetical O Microfilm Reel {s)
a Compuler Tace st
Q Legal Size a Cemputer Tzce umercal a Cther (Specify)
Q Bzund Book a Floppy Disk O Chronoleg:cal Number
0 Awo Tape O Video Tage T Geographicat 10. ANNUAL ACCUMULATION _
a File Drawer (5)
O Ctrer (Specify) G Clher (Spectiv) Microfilm Reet (s!

o
a Comeuter Tape!s)
CD%— a Other (Specity)

eeal Number

1. FILEIS USED 12. FILE BECOMES INACTIVE AFTER

G Daiy O Weskly 3 Monthly _ g Month(s) a  Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room : 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agenéy or office)
&)77’/;/5//‘% %%O Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS

U Yes i S Weo o None a Slate 0O Fegeral O Independent

1. IS':‘:'-l-llNDEX SYSTEM USED? (Il yes. exciain orelly and 18. RECOMMENDED Rsrenrlo%f‘/yf%ﬂ)@,{_ﬂ7 - /g/{b(bé;\
' woepe any hargware/software) \pe rT &J/ 0/9'/// / o #e W f
SPRCHI s

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

LS z Mo

C638 £50.4 Fepseq 11931




INSTRUGIIQNS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD

AGENCY RECORDS 1INV E’UORY

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page of
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
L i CiTpefer .

DEFleON Records Sarles - A group of related records ncrmllly filed and used 23 2 unit for referenca as

wall as rotention and disposiion purposes,

Plonzs

4. RECORD SERIES TITLE éﬁmf/ééégwl/@@%@éo/%gjr

5. EARLIEST YEAR / LATETEST YEAR

TC

Planz
M jE=s

§. RECORD SERIES DESCRIPTION ( Buelly descrte the lypes of information/documentsiforms found in the Sert

Loppmris=sond >0Mé 72

Include \n pu.pose ot (uncucn of the Senes)

K

L

20. TELEPHONE NUMBER

7. RECORO SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- Q File Drawe!(s)
O Lxter Size a Merehilm O Alpnatetical Q Microfilm Reel (s}
O Compuler Tace is:
O Legal Size o Computer Tzce S Numencal “a Ctner (Specily)
Q Bzund Book a Floppy Oisk a Chronaleg:cal Number
a Aucio Tape Q Video Tace T Geograchica) 10. ANNUAL ACCUMULATION
O File Drawer {<)
O Cther {Specily) G Clher (Speciv) O Microfilm Reet (s}
O Computer Tapels)
O Other (Specify)
o Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily O Weekly Q  Monthly G Month{s) . O  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Fioor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)
a  Yes 0 No
15. ACCESS RESTRICTIONS (If yes. cite law{s) % requiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 Wo a None o  Stale O Fegeral G Independent
17. IS A INDEX SYSTEM USEDT (il yes, exciam oneily ang RECOMMENDED RETENTION%/*MW&Wﬂm
:mere any hargware/soitware) ' Dd /
. Per"/ sk, T o Fhe 12l SIS
D ‘es = Mo
MRCS) 1.
19. NAHE AND TITLE OF PREPARER

21. DATE

T3S 55044 Teqsed 193]




SCHEDWLE (OGS 550-1)

INSIRUCTIQNS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENIORY

7215 WATERLOO ROAD ,
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENT/IAGENCY

H@f@fo/z)

2. DIVISION

M-

3. UNIT

T cheri

DEFINITION - Records Series - A group of related racords normaily filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE /l/é,,(%/OﬁPeh /5% 7/_?/)%

5. EARLIEST YEAR / LATETEST YEAR

/7Y e CUITERS 7~

6. RECORD SERIES DESCRIPTION { Brefly descnte the lypes. of informalion/documents/forms found in the Series Include ine pu.'p:ose or functicn of the Senes;}
WRTIEles Frrppen VPP 700w & foers , fe o
= — / o U
==y F Sns /é’/%eéa// Ty, ) E7A .

7. RECORD SERIES FORMAT(S)

ther {Speciy) ‘/ éZj D&

O Leter Size O Aierellm

O Llegal Size a Cemputer Tece
O Beund Book O Floppy Ousk

O Auwcio Tape G Video Tace

8. RECORD SERIES SEQUENCE

9. VOLUME u—ﬂ"——/
de Qrawer(s)

W : O Microfim Reel (s)
) O Comguter Tace js!
S Numencal O Cther (Specily)

a Chronolog:cal Number

Cit 7

10. ANNUAL ACCUMULATION
Qa File Orawer (5)
a Meeelilm Res! (st
O Comguler Tage!s)
a Other {Specify)

O Ceograohica!

O Cther {Specivy

P] Ve /epe=es]

Number

11. FILE IS USED

a Daly O Weekly

3 Monthly

12. FILE BECOMES INACTIVE AFTER

C  Month(s) o  Year(s)

Number

VY i) -t

13. CURRENT LOCATION(S) (BIdg., Floor, Room / : 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
FE DO

(If yes. specify agency or office)

a Yes o No

-

U es o]

5. ACCESS RESTRICTIONS (if yes. cile law(s) & reguiation(s)

No

16. AUOIT REQUIREMENTS

o None a Slate O Fegeral O Independent

—
<

wmente any harcware/software)

‘25

4]

. IS AM INDEX SYSTEM USED? (il yes. exciain cneily and

o

18. RECOMMENDED RETENTION K@f'j//() P;,f’ 3/%’45/

Shen Jéé/?b%

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

135 $50.4 Tepsed 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page

1. DEPARTMENT/IAGENCY

2. DIVISION

8 Rl s T

of
3. UNIL

c/%} C,é/%

#ﬁ/gecs?’p’wy

DEFINITION - Records Serles - A group of related records narmally filed and used as a unit for reference as

wall as r&ﬁon and disposidon purposes. l‘

4. RECORD SERIES TITLE /
CHs5e=r7=

T
LPYpiides o= Cf ler Crees/, //%57:

=S

5. EARLIEST YEAR / LATETEST YEAR

| T e PSSO F

Cﬂz/ﬂ/_é/z )

§. RECORD SERIES OESCRIPTION ( Brefly’descrite the lypedof information/documentsiforms found n the Senies  Include the pu:p’ése o functicn of the Senes)

wéé&%%f;@ zF ///fﬁf/'?‘s ?F e dé

7. RECORD SERIES FORMAT(S)

O Leter Size a Micrciiim
O Lesal Size a Cemputer Tzce
a Beund Book a Floppy Disk

a Aucio Tape O Video Tage

T
Mecxm Mé

8. RECORD SERIES SEQUENCE

O Alphatetical

I o

0 Chronolog:cal

9. VOLUME /
:le Orawe!(s)

a Microfilm Reel (s)
O Computer Tage is!
0 Cther {Spezily)

Cle. 7.

Number

O Geograohicat

a Cther (Spectiv)

10. ANNUAL ACCUMULATION
O Fite Orawer (g)
a Microfilm Reet! (s}
‘0 Comecuter Tapets)
O Other (Specify)

wimerte any hargware/software)

‘25

4]

et Number

11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily O Weskly 3  Monthly O Monthis) O Year(s)

Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
G/77 W a Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiations) 16. AUDIT REQUIREMENTS

L fes d WNe O None a  Slate O Fegeral G Independent
17. IS AN INDEX SYSTEM USED? If yes. exciain cnefly ana 18.

Kerwse !

RECOMMENDED RETENTION Qé'/’/?/kﬁ 6/\

5 LS

19. NAME AND TITLE OF PREPARER

{

20. TELEPHONE NUMBER

21. DATE

0638 $50.4 Tepsed 193]




INSIRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
y

SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD
PO BOX 275 - JE3SUP. MARYLAND 20794 Page : o

1. QEPARTMENTIAGENCY 2. DIVISION /779 pf—_—h 3. UNIT
M el o’ c/% levo.

DEFINITION - Records Saries - A group of reieted records nor y ﬁled and usad 23 3 unit for reference as well as retention and disposiion purposes.

4. RECORD SERIES TITLE &;2/(/5/"54 F—./fé . 5./E_ARLIEZEOARILATETES1;};7\

6. RECORD SERIES DESCRIPTION ( Brefly descnte the lyges of information/documentsiforms found in the Series  Include ihe pu. ose or lu cticn of the S7n

CNEISTS oF bue. T AT 2 T2 TS
W VT’/\ e é/ &/65 CPF /= \:SFDAM/C&G ’%Ap/épéa

Drup Fz/, /ey = M/WT' ex o

f@//;ﬁ/d iy /) /¢7Le CZ 100) 58] iD= f
o U2 Fems - LighT

om0 S Tl

7. RECORD SER! ORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
M/ File Drawet(s)
~ter Size g Micrciilm phateticat

o Microfitm Reef (s)
O Computer Tace is

0 Legal Size a Cemputer Tzce S Numencal ] 2 é 0 Ctner (Spetily) _ —
O Beund Book 0 Floppy Disk G Chronolog:cal ’ Number &L// H;"_
a Auto Tape Q Video Tace T Geograchical 10. ANNUAL ACCUMULATION
Q File Drawer (s}
a Ctrer (Specify) ‘ g Clher {Speciv) O Microfilm Ree! (s
-8 ) ' O Comcuter Tace!s)
} 74 ///% O Other (Specily)
s ’ Number
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
G Daly 0O Weskly Q  Monthly _ c  Month(s) a  Yezr(s)
Number '
13. CURPE%CAT?S) {Bidg.. Floor, Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency o office)
p } 7 o Yes : g No

15. ACCESS RESTRICTIONS (if yes. cite law(s) % reguiation(s) 16. AUOIT REQUIREMENTS

U Yes S No g None a Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (I yes. exciain cnefly and 18. RECOMMENDED RETENTION

weste any hargwarelsoftware) W < e % /1/8 /"gL f)-: / (o
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